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Mail merge lets you create a batch of documents that are personalized for each recipient. For
example, a form letter might be personalized to address each recipient by name. A data
source, like a list, spreadsheet, or database, is associated with the document. Placeholders--
called merge fields--tell Word where in the document to include information from the data

source.
A B C
1| First Name| |Last Name | |Street Address
2 |Mancy Anderson 1232 @ypress Drive
3 |Evan Basilik 765 Dak Lane
a
5
6
- Nancy Anderson
g 1232 Cypress Drive
9

ek
=}

Dear MNancy,

You work on the main document in Word, inserting merge fields for the personalized content
you want to include. When the mail merge is complete, the merge document will generate a
personalized version of itself for each name in the data source.

Windows macOS newer macOS 2011 Web

https://support.microsoft.com/en-us/office/use-mail-merge-for-bulk-email-letters-labels-and-envelopes-f488ed5b-b849-4¢11-9cff-932c49474705?ui=en-... 1/4


https://www.microsoft.com/
https://login.live.com/login.srf?wa=wsignin1.0&rpsnv=13&ct=1606326190&rver=7.3.6963.0&wp=MBI_SSL&wreply=https%3A%2F%2Fsupport.microsoft.com%2Fauthredir%3Furl%3Dhttps%253a%252f%252fsupport.microsoft.com%253a443%252fen-us%252foffice%252fuse-mail-merge-for-bulk-email-letters-labels-and-envelopes-f488ed5b-b849-4c11-9cff-932c49474705%253fui%253den-US%2526rs%253den-US%2526ad%253dUS%26hurl%3Di2idqUCs%252bgApYASaySbvUoTzPsJXYfbrWezOpgIByLI%253d.q%252b0KhnW2vN5BDTW%252fBP4NxKad9AQIi4QsXCiqrhv%252bCD4%253d%26ipt%3D0%26sn%3Dalternate%26si%3D1%26wctx%3D1b0523b5-b99f-4c12-8060-351e4ec51adc&lc=1033&id=288908&aadredir=1&ru=https%3A%2F%2Fsupport.microsoft.com%2Fen-us%2Foffice%2Fuse-mail-merge-for-bulk-email-letters-labels-and-envelopes-f488ed5b-b849-4c11-9cff-932c49474705%3Fui%3Den-us%26rs%3Den-us%26ad%3Dus
https://support.microsoft.com/en-us/office
https://support.microsoft.com/en-us/office/95c8d81d-08ba-42c1-914f-bca4603e1426
https://support.microsoft.com/en-us/office/4414eaaf-0478-48be-9c42-23adc4716658
https://support.microsoft.com/en-us/account-and-billing
https://templates.office.com/
https://www.microsoft.com/microsoft-365?ocid=oo_support_mix_marvel_ups_support_smcuhfm365
https://www.microsoft.com/microsoft-365/microsoft-office?ocid=oo_support_mix_marvel_ups_support_smcuhfoffice
https://www.microsoft.com/en-us/windows?ocid=smc_marvel_ups_support_uhfwindows
https://www.microsoft.com/surface
https://www.xbox.com/
https://www.microsoft.com/en-us/store/b/sale?icid=TopNavDealsSale
https://go.microsoft.com/fwlink/?linkid=849747
javascript:
javascript:
javascript:
javascript:
javascript:
javascript:
javascript:
javascript:

11/25/2020

Data sources

Use mail merge for bulk email, letters, labels, and envelopes - Office Support

Your first step in setting up a mail merge is to pick the source of data you'll use for the

personalized information. Excel spreadsheets and Outlook contact lists are the most common

data sources, but any database that you can connect to Word will work. If you don't yet have a
data source, you can even type it up in Word, as part of the mail merge process.

For details about data sources, see Data sources you can use for a mail merge.

Excel or Outlook

If you know you'll be using Excel or Outlook as the source of your data, see:

Mail merge using an Excel spreadsheet

Use Outlook contacts as a data source for a mail merge

Document types

Word provides tools for incorporating your data into the following kinds of documents. Follow
the links for details about each type:

https://support.microsoft.com/en-us/office/use-mail-merge-for-bulk-email-letters-labels-and-envelopes-f488ed5b-b849-4¢11-9cff-932c49474705?ui=en-...

Letters that include a personalized greeting. Each letter prints on a separate sheet of paper.
Create and print a batch of personalized letters

Email where each recipient's address is the only address on the To line. You'll be sending
the email directly from Word.

Create and send email messages

Envelopes or Labels where names and addresses come from your data source.
Create and print a batch of envelopes for mailing

Create and print sheets of mailing labels

Directory that lists a batch of information for each item in your data source. Use it to print
out your contact list, or to list groups of information, like all of the students in each class.
This type of document is also called a catalog merge.

Create a directory of names, addresses, and other information
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